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Personality  ranked  second  highest  when  Readers'  Panel  members 
listed  the  ten  most  important  qualities  an  office  woman  needs.  The 
group  stressed  a  pleasing  personality  and  a  cheerful  disposition, 
rather  than  the  life-of-the-party  type,  which  is  out  of  place  in  an 
office.  To  further  define  this  attribute,  one  woman  said,  "Refine¬ 
ment,  poise,  and  good  manners  are  essential  at  all  times." 

Many  panelists  felt  that  personality  is  as  vital  as  technical  skills.  A 
reader  explained  why  personality  matters;  "A  good  disposition  is 
important.  No  one  likes  a  grouch.  People  have  enough  problems 
and  troubles  without  being  burdened  with  somebody  else's.  A  smile 
can  accomplish  much  more  than  a  thousand  angry  words.  If  you 
have  a  pleasant  disposition,  the  people  around  you  are  more  apt  to 
be  pleasant  and  more  willing  to  cooperate  with  you." 

A  previous  Bulletin  quoted  a  psychologist  who  said  that  "our  per¬ 
sonality  is  everything  we  think,  feel,  say,  or  do."  Each  of  us  has  a 
distinct  personality  that  gives  us  individuality;  it  would  be  a  dull 
world  if  everyone  were  alike.  The  trick  is  to  develop  the  kind  of 
personality  that  makes  people  glad  to  do  business  with  us. 

There  are  several  ways  to  develop  a  friendly  personality  that  is  an 
asset  to  you,  your  boss,  and  your  company.  The  first  principle  is  to 
be  yourself — at  your  best.  A  panel  member  pointed  out,  "It  is 
important  to  constantly  look  for  ways  that  we  can  improve.  Don't  be 
affected.  If  you  try  to  be  as  natural  as  possible,  even  if  you  have  a 
few  quirks,  people  will  overlook  them.  But  if  you  put  on  airs  and 
try  to  be  something  you  are  not,  people  will  dislike  you  for  it. 
People  do  not  like  to  be  fooled." 

Empathy  is  the  second  formula.  Putting  yourself  into  the  other 
person's  shoes  lets  you  look  at  things  from  his  viewpoint  and  act 
accordingly.  The  Golden  Rule  is  the  best  measure  you  can  use. 

A  third  method  is  especially  effective  for  those  who  are  shy  or 
self-conscious.  This  is  the  Compliment  Club,  devised  by  Dr.  George 
Crane.  To  "join  the  club,"  merely  pay  three  sincere  compliments 
each  day.  The  idea  works  well,  because  in  looking  for  things  to 
compliment  people  about,  you  become  more  aware  of  them.  The 
change  in  outlook  takes  you  out  of  yourself.  Any  office  woman  who 
shows  a  friendly  interest  in  those  around  her  is  bound  to  please. 


(or  thereabouts!) 


Copyristht,  1960 
The  Dartnell  Corporation 
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It  is  when  we  forget  ourselves  that  we 


Readers  Outline  Advantages  of  Working  for  a  Woman 


Women  bosses  are  accepted  by  members  of  their 
own  sex,  according  to  letters  praising  them  in  the 
Bulletin  contest  on  "What  are  the  advantages  of 
working  for  a  woman?" 

The  winner  of  the  contest  is  Miss  M.  Virginia  Nolen, 
who  will  receive  a  copy  of  the  Dartnell  Correspond¬ 
ence  Manual  and  Transcribers'  Handbook  with  her 
name  imprinted  in  gold.  Miss  Emilie  Hart  and  Miss 
Jean  Gannon  placed  second  and  third,  respectively. 
Their  letters  are  reproduced  below. 

Congenial,  Hard  Working,  Economical 

In  my  16  years  of  office  experience,  this  past  six 
months  I  have  been  working  for  a  "boss  lady"  for 
the  first  time.  The  advantages  are  many: 

1.  I  am  more  at  ease  physically  and  mentally  I 
can  discuss  office  and  personal  problems  more  freely 
with  a  woman. 

2.  A  woman  executive  usually  is  well  dressed, 
more  pleasant  to  observe,  and  gives  one  the  desire  to 
follow  her  example  of  neatness  and  cleanliness. 
Things  in  general  are  in  order  and  not  helter-skelter. 

3.  A  woman  executive  is  far  more  congenial  and 
hard-working,  perhaps  because  the  competition  is  so 
great  in  this  man's  world. 


mOM  NINE  TO  FiVE  Sy  Jo  Fischer 


■'Don't  show  me  ony  more.  1  know  enough  about 
if  now  to  make  my  own  mistakes." 


4.  A  woman  is,  by  nature,  more  economical  than 
a  man,  thereby  saving  the  company  considerable 
sums  of  money,  which  is  an  asset  to  any  business. 
Common  sense  in  these  matters  makes  for  greater 
savings  and  is  a  valuable  asset  to  the  firm. 

All  of  these  things  appearance,  congeniality,  per¬ 
formance,  cooperation,  economy  are  only  a  few  of 
the  many  reasons  why  working  for  a  woman  is  more 
advantageous.  I  know  it  is  with  my  boss,  Mrs.  Mildred 
Shelton,  administrative  assistant  of  Ryder  Truck 
Rental,  Inc. 

M.  Virginia  Nolen 
Miami,  Florida 

Mutual  Respect  Fosters  Teamwork 

Speaking  from  pleasant  experience,  I  feel  as  quali¬ 
fied  as  any  "Nine  to  Fiver"  to  offer  my  views  on  this 
subject.  With  a  particular  woman  boss  in  mind,  the 
advantages  of  working  for  her  and  with  her  are  many. 
But,  before  she  can  acquire  this  title  and  respect,  she 
must  be  the  right  woman. 

Having  been  fortunate  enough  to  work  for  the  right 
woman,  I  have  assumed  a  greater  responsibility  to  my 
job,  my  coworkers,  and  to  anyone  else  with  whom  I 
come  in  contact  during  the  day.  Because  she  has  a 
wise  comprehension  of  life,  she  understands  me  as 
an  individual  and  respects  my  opinions  and  capabili¬ 
ties.  This  mutual  respect  brings  about  working  condi¬ 
tions  seldom  found  and  promotes  teamwork  through¬ 
out  the  office. 

Her  knowledge  is  generously  shared,  and  she  ex¬ 
plains  with  patience.  I  have  the  advantage  of  satis¬ 
fying  an  inquisitive  mind  without  fear  of  criticism  if 
I  am  wrong.  Because  of  this,  I  have  gained  invaluable 
knowledge  in  my  job  and  eagerness  to  learn  more. 
Through  her  guidance  and  encouragement,  each 
steppingstone  in  my  work  has  made  me  confident  that 
I  can  achieve  more. 

Her  sense  of  humor  shortens  the  workday  and  puts 
clients  at  ease.  Her  good  taste  in  dress  sets  an  exam¬ 
ple  to  be  followed.  If  any  company  realizes  this  poten¬ 
tial  in  a  woman  boss,  her  authority  and  wisdom  will 
create  a  willingness  to  work  and  a  pleasant  satisfac¬ 
tion  in  each  and  every  job. 

— Emilie  Hart 

Secretary  and  Assistant  Loan  Officer 
Deerfield  Savings  and  Loan  Association 
Deerfield,  Illinois 

A  Wealth  of  Knowledge  and  Training 

In  the  business  world  for  more  than  20  years,  I  have 
held  three  jobs  and  have  had  women  bosses  exclu¬ 
sively.  I  did  not  seek  any  job  because  a  woman  was 
in  charge,  but  it  worked  out  that  way.  I  have  found 
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a  very  pleasant  association  with  each  woman  I  worked 
for  and  especially  with  the  one  for  whom  I  now  work. 

First  of  all,  a  woman  who  holds  an  executive  posi¬ 
tion  has  a  terrific  knowledge  of  her  work;  her  compe¬ 
tition  is  great.  Therefore,  anyone  working  under  her 
receives  a  wealth  of  knowledge  and  training  un¬ 
obtainable  elsewhere. 

Secondly,  she  is  very  understanding.  While  there 
is  no  place  in  business  for  personal  problems,  there 
comes  a  time  when  a  neutral  listener  is  needed,  and  a 
woman  fills  the  bill  much  more  appropriately  than 
a  man. 

My  present  employer,  Mrs.  Pearl  B.  Morgan,  is  the 
epitome  of  an  executive,  and  her  ability  to  handle  any 
situation  with  diplomacy  makes  for  a  very  satisfactory 
and  stimulating  job. 

— Jean  Gannon 

Secretary  to  the  Vice  President 
of  Administration 

Lion  Match  Company,  Inc. 

Long  Island  City,  New  York 

Office  Woman  of  the  Month  ; 

Catherine  T.  Nugent 

When  the  Bulletin  contest  on  the  advantages  of 
working  for  a  woman  was  announced,  Mr.  Gordon 
B.  Wheeler,  secretary  and  treasurer  of  United  Cities 
Gas  Company,  Chicago,  Illinois,  wrote  a  letter  with 
an  O.  Henry  twist: 

Although  it  is  impossible  for  this  opinion  to  win 
a  prize,  I  should  like  to  submit  my  opinions  on  the 
topic,  'What  are  the  advantages  of  working  for 
a  woman?” 

It's  wonderful! 

It's  wonderful  to  have  a  boss  who  is  an  intelligent, 
sympathetic,  and  constructive  critic  with  the 
ability  to  correct  my  inadvertent  errors;  discover 
mistakes  of  my  counsel,  engineers,  and  account¬ 
ants;  discern  whenever  my  proposed  course  of 
action  may  be  inappropriate,  and  get  me  back  on 
the  right  track  with  her  winsome  smile. 

When  my  boss  first  set  foot  in  this  office,  I  asked 
Miss  Nugent  if  she  would  be  willing  to  take  this 
assignment.  This  she  agreed  to  do,  and  my  life 
and  business  experiences  have  been  happier 
than  at  any  time  during  the  preceding  34  years. 
Whenever  she  needs  office  supplies  or  eguip- 
ment  properly  to  perform  her  work,  she  finds  that 
I  have  always  tried  to  be  an  efficient  office  boy. 

It  is  a  pleasure,  indeed,  to  do  anything  possible 
to  facilitate  her  work,  and  whatever  else  I  may 
have  been  able  to  do  to  show  my  appreciation  of 
her  excellent  qualities  and  abilities  leaves  me 
with  a  distinct  feeling  of  undischarged  obligation. 

You  can  see  what  a  fine  boss  she  is,  because  she 
even  consented  to  type  this  for  me. 


Mr.  Wheeler's  enthusiastic  report  prompted  an  in¬ 
terview  with  him  and  his  secretary.  Miss  Catherine 
T.  Nugent.  His  opening  words  were:  "One  hundred 
percent  of  my  effectiveness  as  an  executive  is  due  to 
the  efficiency  and  cooperation  of  my  secretary.  I'd 
rather  have  her  than  a  $10,000-a-year  assistant.” 

To  illustrate,  Mr.  Wheeler  said,  "When  the  carriers 
of  our  public  liability  insurance  requested  data,  Cathy 
on  her  own  initiative  located  the  needed  records, 
assembled  the  figures,  and  prepared  the  complete 
report  on  v/hich  the  insurance  premiums  will  be 
based.” 

What  else  does  this  26-year-old  secretary  do  to 
merit  such  praise?  Cathy  handles  claims  on  the  com¬ 
pany's  insurance  coverage  (public  liability,  property 
damage,  workmen's  compensation,  auto  accidents) 
as  well  as  all  employee  claims  under  the  firm's  group 
hospitalization  policy. 

Other  facets  of  her  job  include:  all  details,  includ¬ 
ing  accounting,  on  conversions  of  convertible  pre¬ 
ferred  stock  to  common  shares;  typing  minutes  of 
all  directors'  and  stockholders'  meetings;  preparing 
drafts  of  proposed  resolutions  for  directors'  meetings; 
typing  statistical  and  financial  information  for  records 
and  annual  reports;  preparing  reports  to  the  Secre¬ 
tary  of  State  of  Illinois  on  changes  in  the  company's 
capital  structure;  typing  State  and  Federal  income  tax 
returns,  schedules,  and  supporting  exhibits  (the  com¬ 
pany  operates  in  six  states);  all  the  work  connected 
with  the  transfer  agent  and  registrar  of  equity  securi¬ 
ties  and  registration  of  income  notes  on  the  company's 
books;  typing  reports  and  applications  to  four  State 


commissions  for  authority  to  issue  and  sell  securities, 
plus  supporting  schedules  and  exhibits;  heavy  dicta¬ 
tion  that  covers  accounting,  engineering,  legal,  and 
medical  matters. 

Besides  her  work,  Mr.  Wheeler  appreciates 
"Cathy's  high  standards  and  her  capacity  for  self- 
examination.  She  checks  figures  in  her  work,  has  no 
hesitancy  about  correcting  things,  and  she's  very 
successful  in  'selling'  her  suggestions.'' 

Cathy  revealed  what  she  likes  about  her  "office 
boy,"  Mr.  Wheeler:  "His  consideration  and  appreci¬ 
ation — he  expects  the  best  and  he  compliments  you 
when  you  give  your  best — and  his  patience.  He'll  sit 
down  and  explain  new  work,  no  matter  how  busy  we 
are.  This  saves  time  in  the  long  run.  And  he  encour¬ 
ages  me  to  ask  guestions  and  make  suggestions." 

At  this  cue,  Mr.  Wheeler  advanced  a  pet  theory: 
"A  man  starting  out  in  business  wants  to  be  the  boss. 
In  his  middle  years,  he  desires  a  secretary  who  will 
bear  his  responsibilities;  and  in  his  later  years,  he 
needs  a  boss  and  critic." 

Before  becoming  Mr.  Wheeler's  "boss"  in  January 
1959,  Cathy  had  worked  for  a  railroad  for  eight  years 
and  was  a  real-estate  salesman-broker  for  a  year.  A 
graduate  of  the  Academy  of  Our  Lady,  she  takes 
dictation  at  the  rate  of  140  words  a  minute  and  types 
60  words  a  minute. 

Her  position,  combining  secretarial  and  figure 
work,  seems  ideally  suitable.  "Math  was  one  of  my 
best  subjects  in  school,"  she  explained.  Cathy  is 
studying  accounting  at  Northwestern  University. 

Both  she  and  Mr.  Wheeler  are  perfectionists  who 
enjoy  their  work  and  take  pride  in  it.  The  members 
of  this  "mutual  admiration  society"  also  are  interested 
in  good  human  relations.  Asked  for  advice  to  bosses 
and  employees,  Mr.  Wheeler  replied,  "Have  fun  in 
your  work.  Pick  someone  who  is  compatible."  Cathy 
suggested,  "Just  get  along  with  people  the  way  they 
are;  don't  try  to  change  them." 


Share  Your  Pet  Shortcut  and  Win  $5 

Readers  are  always  interested  in  better  ways  to  do 
their  work,  and  many  women  have  devised  shortcuts 
to  do  more  in  less  time.  If  you  have  a  pet  method  that 
simplifies  your  job,  why  not  share  it  with  other  office 
workers  through  the  Bulletin?  We'll  pay  $5  for  each 
item  printed  in  future  issues. 

The  deadline  for  entries  is  September  15.  Just  de¬ 
scribe  the  shortcut  in  such  a  way  that  anyone  can 
use  it  by  following  your  directions.  Entries  should  not 
exceed  250  words.  Please  include  your  name,  com¬ 
pany  name  and  address,  and  your  job  title.  If  several 
readers  submit  the  same  idea,  the  one  with  the  earliest 
postmark  will  be  used. 

Wanted :  Readers’  Panel  Members 

A  number  of  subscribers  have  asked  for  details 
about  being  on  the  Readers'  Panel  for  the  Bulletin. 
This  involves  answering  monthly  guestionnaires  on 
business  topics  to  provide  Bulletin  material.  In  ex¬ 
change,  we'll  send  you  a  set  of  booklets  for  career 
girls. 

If  you'd  like  to  be  on  the  panel  (for  a  year),  please 
send  the  editor  at  the  address  below  a  3-  by  5-inch 
index  card  listing  your  name,  company  name  and 
address,  and  your  job  title.  We'll  put  you  on  the  list 
to  receive  guestionnaires  and  the  booklets. 

At  the  end  of  this  year,  the  panelist  who  has  given 
the  most  useful  and  interesting  information  will  re¬ 
ceive  a  prize. 

Sincerely, 


Marilyn  French,  Editor 


Issued  8-15-60 


